Date
[Name]

[Title]

[Dept]

[MSC]

Dear [Name],
Because of our division’s commitment to consistent improvement in unit performance, our goals for constituent service, and our values of Integrity, Excellence, Collaboration and Learning, we are conducting a program review of [Department] over the next few months.
You have been selected as someone who would be a very valuable resource in this process. Therefore, I am inviting you to be a member of the program review committee.

[Department Head] and [his/her] team have already begun working on the self-study process that provides the foundation for reviews in Student Affairs and University Planning. As a result of that study, they will create a report that will be made available to you through the program review co-chairs. 
Your role will be to review the results of the self-study, participate in data collection – particularly related to constituent perceptions, expectations, and needs – and then make recommendations for improving performance. You also may be part of a subcommittee that will address a particular area of research. 
Our goal is that committee work takes no longer than about 90 days. I believe that you will make an excellent contribution to this committee and find this to be a very productive pursuit.

Thanks again for your willingness to consider this invitation. The Program Review Committee chairs, [Chair full names], will be in touch with you to confirm your participation and provide more information.
I hope you will consider this important role.
Sincerely,

[Review dept AVP]
Associate Vice President
c: 
[Review dept Director]


[Review chair(s)]
